
TOWN OF OCEAN CITY
HUMAN RESOURCES
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
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Division
HUMAN RESOURCES

ITEM# DESCRIPTION RETENTION

10

11

Active Personnel Files:
Withholding forms, insurance data, employment documents,
demographic information, status log, action forms, letters of
acknowledge, certificates, commendations, performance
reviews, disciplinary actions, miscellaneous notices to
employee, policy acknowledgments, miscellaneous requests,
medical notices, deferred comp.

City Department File:
Information/ general correspondence relating to city depts.

General Subject File
Anniversary increments, budget, cola, correspondence, IRS
Health Match report, employee service awards, new hire
reports, surveys, city policies, budget, EEOC annual reports,
IRS reports, immigration I-9, inventory list, family leave act,
new hire report, blood bank, pay scales, etc

Advertised Positions Applications:
EEOC Applicant Flow data. Applications, list of interviews,
General correspondence related.

Alcohol/Drug Testing:
Contracts, test policies, testing procedures/forms. Full time &
temporary results for pre-employment, random, reasonable
suspicion, post accident. Computer reports.

Job Classifications:
All full time descriptions. Some inactive/temporary.

Temporary Employee Payroll File:
Mass new hires/termination forms, rate changes, demographic
changes, payroll forms, payroll action forms.

Insurance File:
Contracts, forms, paid claims reports, policy information,
change

Cobra Records: detail of participants

Employee Grievance File: hearing information

Affirmative Action Plans

retain for 3 years after termination, then destroy

screen annually, destroy material having no further legal,
administrative fiscal or optional value.

screen annually, destroy material having no further legal,
administrative fiscal or optional value.

retain for 3 years then destroy.

retain for 3 years after termination, then destroy.

retain until revised, then destroy.

retain for 3 years after termination, then destroy.

screen annually, destroy material having no further legal,

administrative fiscal or operational value.

retain any active file for length of benefit. After termination
retain S years.
Destroy material having no further legal, administrative fiscal
or optional value.

Screen annually, destroy material having no further legal,
administrative fiscal or optional value

retain until updated or superseded, then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE Q3_1
SIGNATURE

00 prevised)
O /U[AC

TYPE NAME _ Rog|f We&man
TITLE Human Resources Director

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE APR 1 1

SIGNATURE

P:\HRFORMS\RETENT.WPD



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-t)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records SVies - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumenis/forrns found in !he Series. Include the purpose or function of ;he Series)

7. RECORDSetfJES FORMAT(S)

«"Letter Size a Microfilm

c Legal Size • Computer Tape

n Bound Book a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

^""^umerical

D Chronological

D Geographical

o Other (Specify) •

9. VOLUME
f i l e Orawer(s)

• Microfilm Reel (si
a Comouter TaDe (si
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer vs)
• Microfilm Reei (si
D Computer isoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly D Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

&

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency v office

a Yes a No

15. ACCESS'RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slaie • Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes D No
Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

J_

Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series/A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documenis/fcrms found in the Series. Include the purpose or 'unction of ;ne Series;

7. RECORD SERJfifrf ORMAT(S)

teiler Size o Microfilm

a Legal Size • Computer Tape

a Bound 8ook o Floppy Disk

a Audio Tape • Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

riphabeiicai

D Numerical

• Chronological

a Geographical

D Other (Soecrfyj .

9. VOLUME
"FTIS Orawer(s|

• Microfilm Ree! is;
• Computer Tace ,'si

^P -—> o Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
• Microfilm Reel ;s)
D Computer Taoe(s)
• Other (Specify)

Number

11. FILE IS USEQ,

Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly • Month(s) c Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

• Yes ; a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes D No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Paoe / Of

JL

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Se/les - A group of related records normally filed and used as a unit for reference as well as retention and disposition
S — — ^ i • — • — - — _ ^ _ _ ^ — ^ ~ ~ ~ _ _ _

purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION (ifriefly describe the types of information/cccuments/forms found in the Series. Include thejwfpose or 'unction of the Series;

7. RECORDSEJWES FORMAT(S)

er^Lelter Size a Microfilm

a Legal Size D Computer Tape

D Bound Book n Floppy Disk

• Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERIES SEJJUENCE

Alphabetical

a Numerical

D Chronological

o Geographical

D Other (Specify).

9. VOLUME
rile Qrawer(s]

• Microfilm Ree! ;'s)
a Computer Taoe ,'si
c Other (Spec::y)

Number

10. ANNUAL ACCUMULATION
a File Drawer is;
D Microfilm Reei (si
a Computer Tsoe(s)
a other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly a Month(s) a Year(s)

Number

3. CURRENT LOCATION'S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • a No

5. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

• Yes : . n No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

IS AN IMOEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes a No

-.. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

i50-4 (Revised V93)



Section I:
Payroll Forms
Insurance Data
Demographic Information
Employment Documents

J



Section II:

Status Log
Action Forms



Section IV:

Performance Reviews



Section V:

Disciplinary Actions
Miscellaneous Notices to
Employee



Section VI:

Policy Acknowledgements
Miscellaneous Requests
Medical Notices
Deferred Compensation

J



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Regards Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

D'S

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD'SERIES DESCRIPTION ( 8riefly describe the types of information/dccuments/forms found in the Series. Induce the ourcose or function of "he series)

RMAT(S)

a Microfilm

D Computer Tape

a Floppy Disk

a Video Tape

8. RECORD SERIES SEQUENCE

o*"#!phabetical

o Numerical

a Chronological

o Geographical

D Other (Specify)

%. VOLUME
File Orawer(s)

• Microfilm Reel ;sj
o Computer Tape {si
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
a Computer Tape(s)
a other (Specify)

Number

11. FILEISUSED .̂

'Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly G Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Roo 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency cr office)

D Yes a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

o Yes D No

16. AUDIT REQUIREMENTS

D None a State o Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTI'

D Yes a No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

s<6eriDEFINITION - Records <6eries - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

JO*

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccumerits/forms found in the Series. Induce ;he ourpose or function :f the Series.)

7. RECORD SERJK FORMAT(S)

.eiter Size a Microfilm

•j • Legal Size

n Bound Book

n Audio Tape

n Other (Specify)

o Computer Tape

a Floppy Disk

a Video Tape

8. RECORD SERIES SEQUENCE

)habetica!

a Numerical

• Chronological

o Geographical

a Other (Specify).

9, VOLUME
-i!e Orawer(s)

a Microfilm Reel (sj
a Computer Taps (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reel (s)
D Computer Taoe(s)
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly D Monthly • Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ?r office)

D Yes 2 No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Y e s _ _ D No

16. AUDIT REQUIREMENTS

D None a Slate Q Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes_ o No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

S/fies •DEFINITION • Records S/ries • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/dccuments/forms found In the'Series. Induce ihe ourccss or function of ;he Series)

7. RECORD SERIES FORMAT(S)

Celter Size • Microfilm

D Legal Size • Computer Tape

D Bound Book a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

ilphabetical

a Numerical

a Chronological

D Geographical

D Other (Specify).

9. VOLUME
-pMsOrawerfs)

n Microfilm See! ;sj
• Computer race (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
o File Drawer ;s)
• Microfilm Reel (s)
o Computer Taoe(s)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

• Weekly • Monthly a Momh(s) c Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office)

a Yes c No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

• Yes D No

16. AUDIT REQUIREMENTS

D None a Slate • Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes_ a No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 3. UNIT

DEFINITION - Records^Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly cescribe Ihe types of information/documenis/forms found in Ihe Series induce ihe purpose or function of :he Series

7. RECORDSefflES FORMAT(S)

JS^Letter Size o Microfilm

• Legal Size a Computer Tape

D Bound Book a Floppy Disk

• Audio Tape o Video Tape

Q Other (Specify)

8. RECORD SERIES SEQUENCE

Mphabeiicai

. c Numerical

• Chronological

a Geographical

D Other (Specify).

9. VOLUME
rile Qrawer(s)

• Microfilm Reel (sj
a Computer Taoe (si
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (si
a Computer Taoe(s)
a Other -Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly G Monthly • Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency v office

a Yes ; a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

a Yes D No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes a No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

S 550-4 (Revised 1/93)



INSTRUCTIONS. - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of in'ormation/ccmments/forms fcund in the Series. Induce the purpose or 'uncnoiyof :he Series.)

j ^ )

7. RECORD SERJ,E5.F0RMAT(S)

fetter Size a Microfilm

a Legal Size a Computer Tape

• Bound Book n Floppy Disk

D Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

Alphabetical

c Numerical

a Chronological

a Geographical

o Other (Specify).

9. VOLUME
•Tile Drawer(s)

• Microfilm See! ;s;
a Computer Tace [z\
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (si
a Computer Taoei'si
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly D Monthly a Month(s) • Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes n No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

o Yes D No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes_ a No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3S 550-4 (Revised 1/93)



mSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

L
Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION yp 3. UNIT

I • ReaordDEFINITION • Reaords Series • A group of related records normally filed and used as a unit for reference as well as retention and diiposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly^Jescribe the types of information/documents/forms found in the Series. Include the purpose or 'unction of ;he Series)

a Microfilm

o Computer Tape

• Floppy Disk

a Video Tjpe

8. RECORD SERIES SEQUENCE

G Alphabetical

o-"Wumerical

D Chronological

• Geographical

o Other (Specify)

9. VOLUME
R e Orawer(s)

a Microfilm Reel (s)
n Comouter Tarje {si
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

• Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

c None • Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTIO

o Yes D No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3 55TM (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

7. RECORD SEWES FORMAT(S)

Letter Size a Microfilm

a Legal Size • Computer Tape

• Bound Book a Floppy Disk

a Audio Tape o Video Taps

o Other (Specify)

8. RECORD SERIESJEC.

Alphabetical

• Numerical

a Chronological

• Geographical

o Other (Specify).

9. VOLUME
Rle Drawer's)

• Microfilm Reel (s)
a Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
• Microfilm Reel (s)
a Computer Tape(s)
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None • Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes • No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS S5O-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. <? Of /*?

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for<reference as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccum/nts/fornftXuRd in the Series. Induce the ourpose or function of the Series;

^j^n/p^J-^^j

7. RECORDSefflES FORMAT(S)

a'Letter Size a Microfilm

a Legal Size a Computer Tape

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetic

Numerical

o Chronological

a Geographical

D Other (Specify).

9. VOLUME
Rle Orawer(s)

D Microfilm Reel {sj
D Computer Tape -si
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s!
• Computer Taoe(s)
• Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly o MontWy a Month(s) a Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor, Roo 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a State o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED

a Yes a No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

GS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS S50-I)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page

1. DEPARTMENT/AGENCY 2./DMSI0N 3. UNIT

t - RecordDEFINITION • Rec/rds Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES OE^yfflPTION ( Briefly types of intamatiorVdccuments/fcrrrrS-j'cur.ti in the Series Include the purpose or furtction of :he

^ ^

7. RECORD SEg»«^ORMAT(S)

^^Letter Size a Microfilm

D Legal Size a Computer Tape

D Bound Book • Floppy Disk

D Audio Tape • Video Tape

D Other (Specify)

8. RECORD SERIES^SWOENCE

Alphabetical

a Numerical

a Chronological '

• Geographies!

D Other (Specif/).

9. VOLUME
riie Orawerts!

• Microfilm Reel -sj
• Computer Tace ,'3I
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
a file Drawer is;
• Microfilm Reel (si
a Computer Taoe(s)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) c Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor, Roo 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. scarify agency or office)

a Yes : • No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes \ D No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes a No /

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. OATE

3S 5SO-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDUIE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO R0A0
P.O. BOX 275 - jeSSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. QWISION

/&6

3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and diaposition purposes

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly desaibe the types of information/occumenis/forms found in the Series. Include the purpose or function o; ;he Scries;

7. RECORD SERI£*fORMAT(S)

Letter Size • Microfilm

• Legal Size a Compuler Tape

• Bound Book a Floppy Disk

a Audio Tape n Video Tape

a Other (Specify)

8. RECORD SERIES SEfiUfNCE

Alphabetical

o Numerical

Q Chronological

o Geographical

o Other (Specify) .

9. VOLUME

/

rile Drawer(s)
a Microfilm See! ;s;
a Compuler Tace (si
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File 0 rawer (s)
G Microfilm Reel (si
D Computer Taoefs)
a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly o Monthly D Month(s) a Year(s)

Number

3. CURRENT LOCATION(S) (Bldg.. Floor, R 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • • No

5. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s)

D Yes ; . " a No

16. AUDIT REQUIREMENTS

a None a State • Federal a Independent

7. IS AN INOEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes • No

3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

S5CM (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION ~

AGENCY RECORDS INVENTORY

Paae JiS Of / O

73*
3. UNIT

_

DEFINITION - RecoroySeries • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

TITI r- r m m i^e»T'\/r*o i I ATrTFPT VCAD4. RECORD SERIES TITLE

S6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in Ihe Series InciuCe Ihe purpose or function of ;he Series^
^

7. RECORD SERJES FORMAT(S)

Letter Size o Micro5lrr,

o Legal Size • Computer Tape

D Bound Book a Floppy Disk

a Audio Tape 0 Video Tape

a Olher (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

•a^TTurnerical

• . Chronological

a Geographical

o Other (Specify)

9. VOLUME
f-iie Drawer(s)

D Microfilm Reel is;
• Computer Taoe (si
• Other (Specify)

• Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
D Microfilm Reei (si
D Computer Taoe(s)
a Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly o Monlhlv a Month(s) c Year(s)

Number

. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office;

D Yes ; u No

ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

D Yes ,_ • No

16. AUDIT REQUIREMENTS

a None a Slate • Federal a Independent

IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)
18. RECOMMENDED RETENTION

o Yes a No

Destroy material having no
further legal, administrative
fiscal or operational value

NAME AND TITLE OF PREPARER

30-4 (Revised 1/93)

20. TELEPHONE NUMBER


